OPERATIONAL SERVICES DIVISION

Job Aid:

How to Insert a Customized Logo onto a Purchase Order

This Job Aid shows how to:
Insert a customized agency or municipality logo onto a Purchase Order

Of Special Note:

e This document is intended for Organization Administrators.

e Currently the default logo for all State purchase orders is the state seal. Standalone organizations (municipalities,
etc) PO’s have no default logo. Standalone organizations now have the option to insert their own logo on
Purchase orders.

e Acceptable file types are .png and .jpg, .png is recommended.

e Once uploaded, the image resizes to 100x100.

e The file size limitation for the image you are uploading is 500K. Larger files will increase the load time for the
printable document.

e Once, uploaded, the path of the uploaded file will show next to the Print Logo label.

e There is no delete function. To replace the file, choose a new file using the browse button, and the original file will
be overwritten.

Screenshot Directions

. e Launch the COMMBUYS website by
entering the URL for COMMBUYS

OPERATIONAL SERVICES DIVISION (https://www.commbuys.com) in the

COMMBUYS is the only official procurement record Sy for the C of browser

L " E D COMMBUYS offers free internet-based access to all

public procurement information posted here in order to promote transparency, increase .

competition, and achieve best value for Massachusetts taxpayers. L] Enter yOUI’ LOgIn ID and paSSWOFd and
COMMBUYS INFORMATION: click the Login button on the

For re infi tion on COMMBUY'S ple visit the COMMBUYS su rt . .

S S e COMMBUYS landing page.

Training and Reqistration for Sellers
Job Aids for Purchasers
Job Aids for Selier

If you have any questions or concerns contact the COMMBUYS Help Desk at
COMMBUYSEstate ma. us or ring us during normal business hours (8AM — SPM Monday —
Friday) at 1-888-627-8283 or 617-720-3197.

- Register
Register here to begin using COMMBUYS.
Vendors, please read this disclaimer prior to registering.

= Complete Reqistration
Complete registration here to begin using COMMBUYS.
Vendors, please read this prior to registration.

L Open Bids
Browse open bid opportunities.

- Active Contracts

Browse active Contracts/Blankets.
- Contract & Bid Search

Search for Bids and active Contracts/Blankets.
— ed Vendor Search

Search for registered vendors.,

Login ID:

Password:
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2. From the Organization Administrator
Homepage select Maintain Agency
Orgs/Departments/Locations

Agency Organization Administrator Home

Maintain Agency Organizations
“This sextion i used o adminiter agercy
rgerizstons

Maintain Organization Departments
This section i used 1o minisin argnizaticn
‘Separments

=

3. Select Maintain Agency Organizations

4. From the Maintain Organization click on the

Organization 1D x Organization Name

Fiscal Year Start

Fiscal Year End

Department of Procurements

0710172015

06/30/2016

Add Organization

Organization ID

-—
Maintain Organization Information for: Department of Procurements
EEE Accountintertasce
Organization ik ®rze
Ovganization Name™: Deparment of Procurements
Organization Labei®: County Govemment hd
'y Fiseal Year Start” (MMODOTYYY): 07012015 [T
Fiseal Year End” (MMDOTYYTY 063072016 [7H)
Fiscal Year Roll Days: 30
ARermate 10;
Prifit Loge imagesXYZ 1 Masabuys.ing
[
Status: Active
=

5. The Maintain Organization Information page
displays. Click on the Browse button.

Note: If you are using the Chrome browser, the
button labeled Choose File.
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P 51 6. A search screen displays
Qi) Newlolder =- 0 e e Search your computer files
S Pictures li.. pungeby: Folder v e Locate and select the desired logo
M Desktop .
& Downloads i - L4 C|ICk Open
‘E—-;_' Recent Places 4 My Pictures (2)
Cih\Users\pcomparetti
. CB Procurement Class L
. Training I
7 Libraries >
@ Documents e
AH Music Massbuys.Edit
|5 Pictures
B Videos 4 Public Pictures (2)
Ch\Users\Public
Ll Computer v e ~ 2
File name: Massbuys vi [ Files () -
I Open I ’ Cancel ]
I _ il
print Logo imageaYZAMas buys o0 7. ane selecteq the logo file name displays in
[causersipcomparettii v Editipg _es. | | the Print Logo field
—— - 8. Save & Continue. The logo will now display
i on all print and vendor copies of Purchase
Orders
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